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^ • O U E S T FOR RECORDS RETENTION ̂ H E D U L E

Td b; ubmitted to the Records Managem**n^Vvision

Holl of Records Commission

*"•&' 1G8NO.

PAOI
NO. 1.

U

1. Requesting Agency

STATE ROADS C010IIS3I0N

2. Division or Bureau of Requesting Agency

RIGHT OF «AT DIVISION

3. Authorization Requested (Check only one of the squares below).

•
Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention.

B

H Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

•
Microfilm ond destroy original!.
Originals if not microfilmed would be

retained for the period of time Indicated.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

X* UIbCLLUNti>U8 FILK

Quantity* $ drawers (7* cubic feet)
Datest 1950 - -
File Arrangementi subject according to code
Annual Accumul*tioi.: l^ cubic ftut
Disposable Amount: 3 cubic feet

This f i l e consists
of interest to the

2.

< T material concerned with general information
-iviaion. rt contains correspondence, printed

reporta, advertising literature, conies of laws, and publications.
Only the correspondence Is record material, the other material
bein£ non-record within the meaning of the statute governing non-
record material (Art. Ul, Sec. 155, Annotated Code, 19$l).

AUTHORIZATIONS

quantityi 3 cubic feet
Datesi 1929 - - '
File Arrangementt chronological
Annual Accumulationt 2 linear Inches >

The Right of Wuy Division receives the triplicate and quadrupli-
cate copies of the "Authorisation for Expenditure of State Roads
Funds for Right of V.ay", and th<* "Authority to Contract for Expan-
diture of Funds" (Form 30). (The originals signed by the Chair-
man are retained permanently oh microfilm in the Accounting
TM-rision [Schedule No. 109 0 . The triplicate copies are Main*
talned in post binders in the Division. The recommendation for
this item applies only to this copy (triplicate) of the

7. Ageorey,/Division or Bureau Representative

Right of Way Engineer
Title

May V r i . IQtZ
Date

ScKedule AVthonr/l ai Indicated in Col. 6 by Hall of
Records Comn

^ Date Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

Date Secretary
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T FOR RECORDS RETENTION ScHlf^JLI
(Continuation ShMt)

SCHIDUU
NO. J 168
PAOI
NO. f .

}tem
>4o.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

A.

Linen tracings of all Right of Wf&y maps are retained permanently
by the Division. They are constantly used for reproduction
purposes for use in bridge construction; discovering exoess
property, road widening projects, etc. There are at present
approximately 12,000 tracings occupying 5 map cabinet*.

RECOUil^HDATIONi KLTAIN PERMANILWTLX.

It. IASTEK PUTS

* .

Authorisation forma. The quadruplicate copies of the Authoriza-
t ions are f i l e d in the general f i l e s of the Divis ion, They are
considered non-record within the meaning of the s ta tute governing
non-record Material, (Art. M , iiec. l$$t Annotated Cods of l ° £ l ) .

RBCOHUBfDATION! RLTAIN PHUIAMUITLY.

TRACINOS

Siset 2li« x 36"
Quantityi ^ map cabinets ^
Datesi 193? - -
File Arrangementi numerical

Quantity! 2t volumes (13 cubic fe«t)
Datesi 1932 - -
File ArrangementI Route Number
Annual Accumulationi * oublc foot '

Master Plata of the State Roads Commission holdings and contiguous
properties are prepared from the "Tracing" files. Th« plats
generally show nore detailed Information than do the tracings
by Including property lines and w*a*u of owners and tha file number.

RECOMUiilEkTIONt RaTAlN PIEMAN£^TLT.

C0N3TRUCTI0N PUNS

Quantity i 6 map cabinets (5U cubio feet)
Datest 19h9
Pllsj Arrangementt County and Contract Number
Annual Accumulation! 10 cubic feet
Disposable Amountj 1U cubic feet

The Right of flay Division receives copies of the oonsti
plans from the chginearing Divisions. After completion of the
project the Division has a continuing need for them for an addi-
tional three or four years, but none thereafter. Record copies of
the plans are retained by the Engineering Division, under who**
direction the project was constructed.
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t f / * S T FOR RECORDS RETENTION SCHp^LE
(Continuation Sheet)

SCHIOULE
NO. 108
PAOI
NO. 3.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

6.

6.

RECOMMJttDtTIONi RETAIN FOH FOUR YfcARS AFTMt COMPLETION OF THE
FhOJiiCT AND THii* DLSTHOY.

>UB-DIVIi>IO» P U T S •• ' . ..-»•

Quantity! ?8 post-binders h "' ** '
Datesi 1898 - -
File Arrangementi Houte Number
Annual Accumulations 3 to h linear inches • »

The plats In this file are for sub-divisions In Prince Oeorge's
and Montgomery counties only. They are received from the Washing*
ton Suburban ^unitary Cosm salon and the Uaryl&nd National Capital
Park Planning CommlsKlon, and ure used for establiahing street
lines, lot lines, etc. .

KJ£COMlk:NnftTIONi Kfc,T*IN PUUlANiuNTLY.

PROPBRTY MOSAICS

Quantity! litU cubic f e e t • • ..% ;.«..
Dktest 191x7 - - '
F i l e Arrancem«nti County
Animal Accumulation i 60 cubic f e e t

These Tlosaics1' are large naps on a s a a l l s c a l e showing the loca-
t ion of r igh t of way through several a f fec ted proper t i e s . For
f i l i n g purposes the "Mosaics" ure ro l l ed , and tagged.

RQCOMUKNDATIONi I I & T A I N FOH T1AJ YlutHo Ai-Ttit COilFLWION OF THS
HiOJiCT AMU T u i ^ Dfa^TfiOY.

RECORD OF CONVi^AlilCJiiJ

Quantity! 8 post-binders \(2 cubic feat)
Dates t 1908 - 19 3 i-
Fi le Arrangement! by County and alpjMibetically therein
Annual Accumulationi 1 to 2 l inear inches

During 1931* and 1935, the Cowl salon prepared a Hut of a l l
conveyances of property made to the State Roads Conui««lon,
whether in name of the Cosmiaaion, one of the Comdssloners or
the State since 1908. No additions have been «ade to the f i l e
sinoe 193$.

RtiCOMUUIDATIONt RKRIN PiSliAHi-WTLY.
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PAOI
NO.

li.

4-
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

9.

xo.

U .

ROUTE FOLDBRS

Quantity i 1 drawer (1& cubic fe«t)
Date*I 1908 - -
I'll* Arrangementt Rout* Number

These folders contain any pertinent information regarding the
route itiieh would not normally be filed in other regular files
concerned with the route in this Division or any other division
of the Cosnission. Suoh things as legislation, historical
Information, any data regarding the route prior to the establish-
ment of the State Roads Commission, and any other unusual inforaa**
tlon whioh Might have some bearing on the rout« or its right of
way. The file is used for the preparation of right of way plats
and charts and for varying: other purposes. It la estimated that
5 drawers will be required for housing this filwby tAt e,jjd of
the 12 Year Roads Program. *;

RECOMMENDATION I RETAIN PlOtMANjJJTLY.

CONDEMNATION RETORT

Slsei # « x 11" <^L.
Quantityt 3 loose leaf binders (i cubic foot) ^
Datesi 191*9 - - ••*. ' -
File Arrangeoenti Contract Number
Annual Accumulations 1 linear inch < •wmv •

This form is a reoord of the important steps and dates thereof
taken durlag the condemnation proceedings necessary to acquire
land for right of way purposes. The file Is used during the
preparation of the annual report and for coat «n*lyaia of oondwnna-
tlon cases as against regular purchases. It is also used as a
finding guide to various condemnation case files*

RfcCOMUENDATIOHI RETAIN PSRUAMUNTLY.

ULiJCLy R«)GRE5S RfcfORT

Sisei & M x LU"
Quantityi 6 cubic feet (includes U cubic feet in storage)
Datesi 19U1 - - . , ,, . <
File Arrangement i Qeographically and by contract mMkHHr/thisr«
Annual Aecumilatloni 1 cubic foot iOAKi) O F
Disposable Amount I h cubic feet Omtt..'^ ^ ^ ̂

This form is prepared weekly in triplicate by the Squad leader
the Right of way Field Team. A report is prepared for
project for which rights of way are being acquired. The report
shows by property file number what progress has been made during
the week and also the status of acquisition for the project as a
whole.
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' Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

It.

RfcCOMMEXD&TTONt RETAIN FOR THREE YKARS AND THEN DEbfttOX.

BI-gKHOJ TIME RtJORT
TMU TIME REPORT

TNnTVIDDAL'5 DAILY TIML SHUT (ANNUAL)

These fora* are used for the cost-distribution of wages and
salaries to the various budget accounts.

M-Woskly Time Report ($" % 9", Form 558). This form is prepared
by the Tlepartment and the carbon copy (a card fora) is forwarded
to the Accounting Department, Payroll Section, for processing.
The for.i shows the account to be charged, the huur3, and dt»s-
oription of the char(a. Thiii Information is obtained from the
other thres forms i.nrlu^ad in thin itm.i. The copy retained by
the Right of Way TMvision is f-llod alphabetically and occupies
one cubic foot for the period -July 19?3 to <!ate. The recommenda-
tion for this item applies only to +M» copy of the Bi-*fe«kly Time
Report#

r

rial I T Tiae Report (ft3" x lh" uniiumbered) - This form Is used by
Right of" Way f ie ld personnel. It accounts for a l l o f f ic ia l
time claimad by the employeej points visited or place where
work was performed, time spent, f i l e number of property, type of
work performed, remarks, contract numbers to be charged, etc*
This information Is necessary for the preparation of the Bi-
Weekly Tim* Report. The report 1s non-record within the mesninc
of the law governing non-record material (Art. Ul, Sec. 1?£,
annotated Code of 1951). I t occupies 6 cubic feet for the
years 195? to date. '•••• ;

Tlaily Time Sheet (6*" x U" , form #*8) - This form shows dai ly
by name the hours worked, the account or contract to b« charged
and any remarks. Tt i s used by office personnel and i s necessary
for the preparation of the Bi-fceekly Time Report. This form i s
considered non-record material. (Art. Ul. Sec. 155. Annotated
Code of 1951).

Individual's Dally Time Sheet ( £ " x 11») - This i s a columnar
Form arranged to show the h'owrs worked during each day of the bi»
fcmefcly pay period. Space for ono year's entries i s provided.
One sheet i s required for each employee. This i s a recapitulation
of the Daily Time Sheet and i s used for roferenco purposes only.
I t i s non-record within the meaning of the loir. (Art. Ul, 3oc» 155,
Annotated Code of 19S1).

RBCOMMlitfDATIONl RETAIN THE BT-WE.KLY TIM£ REPORTS FQH flOUU^fcfttf W D B Y
AND THQT DESTROY. P HOARD U.F »J U U LfC' WOKKJ»



..«corct«

•tuioit

i K ^ S T FOR RECORDS RETENTION S v f t ^ L I
(Continuation Sheet)

SCHipujLE

NO. - 1 ( ; 8

FAOI
NO. 6.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

13.

tt.

LEAVE CARD

Font Mo.I 58C-128
Siaat 5> x 8"
Data* I January, 195>3 - "
F i l e Arrangementi Alphabetical
Annual Accumulationi 1 l i n e a r foot

Thl« l a a s tate -wide fora used s ince January, 19^3. I t ehowa
month and date , the number of days and type of l eave taken by the
Individual during the year and leave unused and carried forward*

KluOOIIMliMDATIQNl RLTAIN FOR TrlKfiE Y1AH3 AND THiN DiSTIiOT • ••..

INVENTORY OF EXTRA PROPfiRTT

Slaei ft*11 x 11" -
Quantity! 1 cubic foot
Dataai 19$2
PI la Arrangementi Geographical
Annual Aocumulatloni f cubic foot

Property In excess of Hlght of Way neadc la inventoried and aold
by the Conmlaalon. The Inventory of Kxtra. Property 8howa the
date the property wae acquired, location In Secretary's file,
from whov aoqulred, file nuwberB of property In Right of Way
Division, location of property, approximate metee and bounds of
property, plat number, area, fronta?o, depth, ahape, iBiproTementa,
and general remarks. Ona oopy of this inventory is filed wl th
the Cowaiasion Secretary, another with the datrltt Tnclneer,
who rsporta on th« advisability of selling the land,and a third
copy remain* in the Right of lay Division. The recommendation
balow appllea only to the copy retained by the HJght of ft«y
Division.

RBCOMMLNIlATIOMl RETAIN FOR FlVi. YETJ{3 AFTHJ iiAU- OF PROPSITI AND
Tlllffl DE3TH0T.

15. B3QHBIT3 FOR CONDUtNATION CASES

-4 ̂
Quantityi includad with It«n 7
Date., 191*7 - - A I M ' K
File ArrangoBenti County and case number therein KGAkL) OK
Diapoaable Anounti 3 cubic feet (estimate) ,, _ WAY i 7

The records in MAu f i l e are copies of documents used in teatimony
In condemnation cases* These include) copies of maps, plata,^planj
aross-sectlona, drainage areas, etc. After the c&ae has been
heard and a final decision made, there i s very l i t t l e reference
to thla material.
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4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

16.

17

RECOMMENDATIONI RTTAIN FOR F l V t YEARS AFTES COMPLETION OF CASE
AND TH»J DESTROY.

, < * • ' - ' '

CALCULATION FILE ' . . "

Quantityi % drawers (112 cubic f e e t ) , include* I t « * 17
DrtMt 1929 - -
File Arrangementi County and Contract Number
Annual Accumulation t 8 cuMc feet
Disposable Amounti 6£ cubic feet (estimata)

Records of this item includet

Description of Property
Plats
Blueprints
Correspondence

These records are n<.cea>aary to the Commission for purchasing
property along the highway right of wa>. The data from tfhich
the plats and descriptions are prepared It retained permanently.
(See Item 17).

RECOMMENDATION! RETAIN fOK l3^VEN YUH3 AND THiJJ DESTROT

SURVEf 300K - CALCULATION SHtET

QuHntitjyi included in Item 16
Datesi 19?9 - -
3i»#* ^ » x 8 f ( - Survey Report :

" H i " x 1$" " Computation Sheet
File Arrangement« included in Item 16
Annual AccumuliitiQOJ Included in Item 16

These two documents are basic to all land acquisitions of the
State Roads Coinmisalon* The Survey Book contains the surveyor's
notes made In the field. The Calculation Sheet contains the
computations made from the book. These computations are naceseary
for the establishment of property linea. These two iteas are
used in preparation of all Commission Right»of-¥«ay tracings and
plats, for condemnation proceedings, sale of excess land as well
aa t>everal other purposes*

RkCOMM£NDATTONi KUIAXN PERMANENTLY.

Date


